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1.  Students  in  attendance  at  Commercial  High  Schools  may  be 
recommended  for  credit  by  the  teacher  or  principal  in  the  follow- 
ing high  school  units i Literature  1,  Business  English  1,  Spell- 
ing and  Penmanship  1,  Mathematics  1,  Stenography  1,  Typewriting  1, 
History  1,  General  Science  1,  Commercial  French  1,  Manual  Arts  1, 
and  Household  Economics  1*  These  recommendations  shall  be  based 
on  the  work  of  the  student  as  indicated  by  term  tests  and  general 
classroom  work,  a pass  mark  of  50  per  cent,  being  required  in 
each  unit. 

The  unit  system  of  promotion  shall  obtain,  i.e.,  students 
who  are  not,  in  the  opinion  of  the  teacher,  entitled  to  credit 
in  all  of  these  subjects  which  they  have  studied,  may  be  re- 
commended for  credit  in  those  subjects  which  have  been  satis- 
factorily completed. 

2.  In  order  to  assist  teachers  in  arriving  at  basis  for 
rec ommcndation , question  papers  in  these  units  will  be  prepared 
as  usual  and  will  be  forwarded  to  all  schools  from  v/hich  Suppli- 
cations have  been  received,  their  use  being  optional  with  the 
principal  or  teacher  of  the  school.  V/here  these  Departmental 
Examination  question  papers  are  used  the  examination  must  be 
held  according  to  the  official  time-table,  and  the  results  ob- 
tained may  be  used  by  the  teacher  with  the  term  tests  for  deter- 
mining final  recommendations.  The  answer  papers  are  not  to  be 
forwarded  to  the  Department  of  Education. 

3.  The  annual  departmental  examinat ions  for  the  remaining 
subjects  will  be  held  between  June  10th  and  June  30th,  upon 
such  days  and  at  such  places  as  may  be  determined  by  the  Min- 
ister of  Education. 

4.  Every  candidate  who  wishes  to  write  upon  any  departmental 
examination  shall,  not  later  than  April  15th,  make  application 
to  the  Department.  Special  forms  may  be  obtained  for  this 
purpose,  on  request. 

5.  The  Principal  of  every  school  halving  candidates  for  the 
departmental  examinations  shall,  before  June  15th,  forward  to 
the  Department  of  Education  a conf identia.1  report  on  eauch  can- 
didate under  the  following  heads:  length  of  time  preparing  for 
examination,  regularity  of  attendance,  attitude  towards  work, 
physical  fitness  a„nd  relative  standing  in  the  class.  Vi/her e 
possible,  percentages  based  upon  the  candidate's  work  during 
the  year  shall  be  given.  Special  forms  a.re  furnished  for  this 
purpose . 

6.  Students  who  have  met  the  requirements  for  entrance  as  set 
forth  in  Section  7 below  may  be  admitted  to  the  Second  year  for 
a special  one-year  course  in  Stenography,  or  the  Third  year  for 
a special  one-year  course  in  Bookkeeping. 

7.  To  be  eligible  for  admission  to  the  regular  course,  an 
applicant  shall  have  passed  the  Public  School  Leaving  Examina- 
tion, or  shall  submit  to  the  Department  evidence  of  having, 
satisfactorily  covered  an  equivalent  course.  To  be  eligible 
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for  admission  to  either  of  the  special  short  courses,  the  appli- 
cant must  have  completed  successfully  the  second  year  in  either 
the  academic  or  commercial  departments  of  a secondary  school, 
with  a minimum  of  credit  in  thirteen  units* 

8*  In  order  to  obtain  credit,  candidates  will  be  required  to 
obtain  50  per  cent,  in  each  unit. 

9*  In  all  commercial  examinations  (exclusive  of  Spelling  a.nd 
Business  English)  a penalty  of  five  marks  may  be  deducted  for 
each  of  the  following  causes;  (aj  mis-spelled  words,  (b)  in- 
stances of  incorrect  English,  (c)  careless  penmanship  and  indif- 
ferent arrangement  of  work.  On  the  Spelling  and  Business  English 
papers  the  penalty  for  such  causes  shall  be  unlimited. 

10.  Candidates  who  fail  on  the  departmental  examine. t ions  shall 
have  the  right  to  appeal  within  twenty  da,ys  from  the  time  the 
results  of  the  examina,ti ons  are  announced.  Ee.ch  appellant  sha,ll 
sto.te  the  answer  pa/pers  he  wishes  to  heave  re-examined  and  for- 
ward the  fee  prescribed  -- 

The  following  fees  are  prescribed  in  connection  with 
department al  examinations  % 

For  each  unit,  $1.00  up  to  a maximum  of  $4.00  for  examine- - 
tions  of  the  Second  Year,  and  a maximum  of  $6.00  for  the  Third 
Year,  and  a maximum  of  $7.00  for  the  Fourth  Year. 

The  examination  fees  sha.ll  be  paid  to  the  presiding 
examiner  on  the  first  day  of  examination • 

The  fee  for  appeal  shall  be  $1.00  per  paper  • If  an  appeal 
is  sustained  the  fee  will  be  refunded* 
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FIRST  YEaR 


Literature  Is  As  in  Normal  Entrance  Course. 


Business  English  1; 

The  fundamental  structural  principles  involved  in  the  use 
of  good  English,  "both  oral  and  written.  Much  practice  in  writing 
the  language  will  be  given. 

Oral  exercises  will  be  stressed,  attention  being  given  to 
proper  address,  language,  enunciation  and  delivery. 

Business  correspondence  will  receive  major  attention. 

Good  forms  should  be  studied,  o.g.  letters,  advertisements,  com- 
mercial reports,  etc.  Study  the  mechanics  of  letter  writings 
stress  collection  sales,  application  and  order  letters. 

Study  models  of  good  English  writing,  e.g.  paragraphs  from 
literature,  editorials,  etc.  Rev/rite  faulty  examples  of  English 
e.g.  other  students’  work,  letters  to  the  press,  poor  examples  from 
actual  correspondents,  etc.  Perfect  the  writing  of  original  articles 
of  about  one  hundred  w ords  as  frequent  class  exercises  at  seat 
and  on  blackboard,  current  events,  newspapers  and  magazines  are 
valuable  sources  for  material. 

Word  study,’  maximum  reference  to  dictionary,  derivation, 
pronunciation,  syllabication,  exact  use,  synonyms,  antonyms, 
homonyms,  abbreviations  and  commercial  terms. 

Basic  rules  in  punctuation. 

Four  carefully  prepared  essays  should  be  written  during 
the  year » 

Text  - Business  English  (Buhlig)  D.C.  Heath  & Co,,  Boston. 
Spelling  and  Word  Study  lg 

Parts  I,  II,  III,  and  V of  the  prescribed  text.  The  meanings 
of  all  words  should  be  written  and  the  more  difficult  ones  used 
in  sentences.  Very  careful  explanation  of  the  use  and  applica- 
tion of  difficult  words  should  be  given  by  the  teacher  so  that 
a strong  general  vocabulary  may  be  built  up.  Frequent  dictation 
from  trade  reviews,  current  editorials,  business  statements,  etc., 
should  be  given. 

Texts  Words,  Canadian  Edition.  Gregg  Publishing  Co. 

Penmanship  Is 


Good  letter  forms  will  be  taught.  The  muscular  movement 
system  will  be  stressed.  A rapid  movement  and  light  touch  are 
essential  to  good  business  writings  and  nothing  coarser  than  a 
nib  such  as  Sprott’s  No.  2 should  be  permitted.  Special  attention 
should  also  be  given  to  a neat  style  of  figures. 

The  course  in  penmanship  by  Sprott  is  recommended.  Excellent 
penmanship  magazines  are  The  Business  Educator,  Columbus,  Ohio, 
and  The  American  Penman,  New  York. 

Stenography  1; 

The  theory  of  the  system  to  be  used  should  be  covered  during 
the  First  Year.  The  teacher  should  bear  in  mindy  however,  that 
the  theory  of  any  system  of  shorthand  is  only  the  means  to  the 
end,  that  of  actual  facility  in  writing  and  the  acquirement  of  a 
fingertip  writing  vocabulary . To  afford  training  in  quick  thinking 
and  rapid  execution,  simple  dictation  should  be  given  almost 
from  the  start.  This  should  consist  of  simple  sentences  or 
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short  letters  covering  the  application  of  theory  principles. 
Rigid  checking  is  essential  to  insure  correct  application  of  the 
principles.  Either  the  Gregg  or  Pitman  system  may  he  used. 

Texts s Gregg  Shorthand  - Canadian  Anniversary  Edition, 

Gregg  Publishing  Co. 

New  Standard  Shorthand  - Pitman  & Sons. 

Typewriting  Is 

The  Pirst  Year's  work  in  typewriting  should  consist  of  a 
thorough  drill  on  the  letters  of  the  keyboard  as  found  on  the 
three  lower  banks  of  keys.  Only  such  characters  in  the  fourth 
row  as  .are  found  in  copying  straight  matter  should  be  studied. 
Pirst  Year  students  should  be  able  to  copy  matter  of  the  same 
relative  difficulty  as  that  used  in  the  International  contests, 
and  marked  under  the  sene  rules,  at  a rate  of  not  less  than 
15  net  words  a minute. 

Mathematics  Is 


Numbers,  fundamental  operations,  common  and  decimal  fractions, 
extensions,  averages,  simple  graphs,  English  and  metric  Systems 
of  measurement,  standard  time,  specific  gravity,  mensuration  of 
simple  surfaces  and  volumes,  percentage,  profit  and  loss,  simple 
interest,  commission,  insurance. 

Rapid  Calculation  is  of  fundamental  importance.  Stress  short 
methods • 

Texts  Canadian  Business  Arithmetic  (Part  i)  - Keast  (Pitman  & 

Sons  ) 

History  lg  As  in  Normal  Entrance  course. 

General  Science  Is  As  in  Normal  Entrance  course. 

Commercial  Prcnch  Is 

This  course  is  designed  to  familiarize  pupils  with  a vocab- 
ulary in  Prench  composed  of  common  business  words  and  expressions 

Texts  Canadian  Commercial  French  Grammar 
Atkin  - Pitman  & Sons. 

Ma,nua,l  Arts  Is  As  in  NormaJL  Entrance  Course. 

Household  Economics  Is  As  in  Normal  Entrance  Course. 


SECOND  YEAR 

Literature  2s  As  in  NormaJL  Entrance  Course. 

Business  English  and  Office  Practice  2s 

Letters  and  essays  should  be  written  more  thoroughly  with 
rega.rd  to  principles.  Much  time  should  be  devoted  to  actual 
writing  amid  to  the  correction  of  errors.  The  following  types 
of  letters  should  be  studieds  orders,  acknowledgments,  inquiries, 
answers  to  inquiries,  claims  letters,  adjustment  letters, 
credit  letters,  sad.es  letters,  application  letters,  recommend- 
ations, letters  of  introduction,  intrahouse  letters,  form  letters 
Mechanica.1  form  in  letter  ^writing. 
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Precis  writing  should  be  stressed • Newspaper  articles  and 
advertisements  in  magazines  may  be  used  as  sources  for  informa- 
tion. Essays  on  commercial  topics  should  not  be  over  three 
hundred  words  in  1 eng the  Commercial  terms  and  contractions  and 
punctuation  are  necessary  in  the  year’s  work. 

Oral  work  shall  receive  attention  stressing  good  form, 
language,  'enunciation,  effective  delivery. 

Advertising,  postal  information,  filing,  card  indexing,  re- 
mitting money,  office  routine  and  the  actual  use  of  filing  de- 
vices, duplicating  devices,  use  of  the  telephone,  telegrams  and 
cablegrams  should  bo  studied.  A school  paper  enlivens  interest 
in  written  English  and  forms  a good  motivatior  for  writing. 

Five  essays  of  at  least  400  words  will  be  carefully  written 
during  the  year. 

Texts  5 Business  English,  Hotchkiss  & Drew  (American  Book  Co.) 

Piling,  Office  Specialty  Co. 

Either,  Office  Practice  for  Stenographers, 

Gregg  Publishing  Co. 

or,  Office  Routine,  Commercial  Text  Book  Co. 

Spelling  and  Word  Study  2 s 

First  year  course  reviewed  and  extended  to  include  sections 
IV  and  VI  of  the  prescribed  text.  The  teacher  should  keep  in 
mind  the  importance  of  vocabulary  building  and  that  the  correct 
spelling  of  a word  is  of  no  value  unless  the  student  has  a clear 
understanding  of  its  use  and  application.  Section  IV  covering 
homonyms,  synonyms  and  antonyms  should  be  studied  very  carefully. 

The  dictation  of  business  statements,  current  editorials,  politi- 
cal speeches,  trade  reviews,  etc.,  affords  a very  valuable  train- 
ing to  the  student. 

The  examination  will  consist  of  three  sections^  First,  fifty 
dictated  business  words;  second,  a collection  of  phrases  involv- 
ing homophonous  words  (e.g.,  principle  and  principal) 5 third, 
a,  short  piece  of  straight  matter. 

Text;  Words,  Canadian  Edition,  Gregg  Publishing  Co. 

Motivated  Spelling,  (Clara  H.  Smith)  - Box  259,  Kansas  City 

(Excellent  dictation  material  may  be  secured  from  the  Commer- 
cial Intelligence  Journal,  issued  by  the  Department  of  Tra.de 
and  Commerce  at  Ottawa,  and  from  the  various  trade  journals). 

Penmanship  2 s 

' Drill  in  the  acquirement  of  speed,  consistent  with  legibility. 
Smoothness  of  movement,  proper  spacing,  etc.,  must  receive  careful 
attention.  Attention,  especially  with  bookkeeping  students, 
shall  be  paid  to  the  formation  of  good  figures.  Students  shall 
conform  to  standard  letters,  rather  than  experiment  on  optional  form:: 
Plenty  of  practice  material  will  be  found  in  the  course  recommended 
for  the  First  Year. 

Stenography  2; 

The  Second  Year  is  devoted  to  the  development  of  speed.  The 
theory  shall  be  thoroughly  reviewed  at  commencement  and  fre- 
quent drills  given  during  the  term.  Special  vocabularies  re- 
lated to  the  various  branches  of  business  shall  be  drilled  on. 

If  possible  this  might  be  co-related  with  the  technical  vocabu- 
laries in  Part  VI  of  the  proscribed  spelling  text. 


Candidates  will  "be  expected  to  take  dictation  at  rates  vary- 
ing from  80  to  100  words  per  minute  depending  on  the  difficulty 
of  the  material  which  shall , in  all  cases,  be  as  free  from 
technical  material  as  possible 0 The  syllable  intensity  of  exam- 
ination material  shall  not  bo  greater  then  1*5. 

Candidates  will  be  expected  to  transcribe  their  notes  on  the 
machine  at  a.  rate  of  approximately  15  words  per  minute.  In 
marking  the  transcripts,  due  allowance  will  be  made  for  the 
manner  in  which  the  work  is  arranged.  The  candidate’s  notes 
must  be  handed  in  with  his  transcript  and  some  allowance  made 
therefor.  The  examination  will  consist  of  two  "te-kes"  at  dif- 
ferent rates  of  speed.  Each  candidate  may  write  on  one  or  both 
Stakes”  and  shall  then  elect  to  write  bank  either  one  or  the 
other.  The  maximum  marks  for  the  slower  “take"  sha.ll  be  85 
and  for  the  faster,  100. 

Any  good  dictation  text  will  afford  plenty  of  material  for 
clans  work-. 

Typewriting  2s 

Students  shall  be  instructed  in  the  mechanism  of  the  machine, 
and  the  proper  cane  of  same  5 the  removal  of  old  ribbon;  the  use 
of  the  stencil-cutting  devices  5 the  tabulator  or  column  selectors 
the  preparation  of  legal  forms ; filling  in  of  invoices,  statements 
and  printed  forms  of  various  kinds ; different  spacings  and  proper 
use  of  margins!  carbon  works  manifolding;  addressing  of  envelopes, 
etc . 

The  work  of  the  Second  Year  should  give  the  student  a thorough 
working  knowledge  of  the  machine,  and  the  various  types  of  work 
of  which  it  is  capable.  A fairly  high  rate  of  speed,  consistent 
with  accuracy,  should  be  armed  at|  and  nothing  short  of  what 
would  be  accepted  in  a-  business  office  should  be  accepted  from 
the  student. 

Bookkeeping  1 (Theory  and  Practice) s 

The  arm  of  the  First  Year’s  work  shall  be  to  familiarize  the 
student  will  the  use  of  the  Journal  Cash  Book,  Purchase  and  Sales 
Books  as  books  of  original  entry.  Students  should  be  able  to 
work  simple  sets  involving  use  of  these  books  for  a single  pro- 
prietorship, to  close  the  ledger,  and  prepare  simple  statements. 
They  should  eAso  be  able  to  give  satisfactory  reasons  for  each 
step  performed. 

Texts  Canadian  Modern  Accounting,  Part  I,  Chapters  I -XI I and 
Theory  of  Chapter  XIII  - Commercial  Text  Book  Co. 


CommerciaJL  French  2s 

Complete  text  used  in  Commercial  French  1. 
Commercial  History  Is 

Texts  A History  of  Tra.de  and  Commerce,  Keaton, 

Thos ♦ Kelson  & Sons. 

Manual  Arts  2s  As  in  Normal  Entrance  Course. 
Household  Economics  2g  As  in  normal  Entrance  Course. 


' 


THIRD  YEAR 


Literature  3 s As  in  Normal  Entrance  Course. 

Business  English  and  Office  Practice  3s 

A more  intensive  knowledge  of  Business  English  should  he 
obtained  in  this  year’s  work*  Purposive  writing  in  essays, 
letters  and  advertisements  should  he  aimed  at. 

Essays  g - Economic,  political,  social,  commercial, 
industrial  topics  should  he  thoroughly  discussed  and 
essays  written.  Editorials  and  articles  in  good  maga- 
zines should  he  studied.  Avoid  making  these  :,dryw  and 
let  creative  human  interest  he  the  basis  of  all  written 
work. 

Letters  s - Continue  practice  in  letter  writing  begun  in 
Business  English  2 extending  the  work  to  include  special 
types  of  letters,  e.g.,  collection  letters,  follow-up 
letters,  etc.,  business  reports.  Stress  mechanical  forms. 

Advertising s - Definition,  importance  in  business,  plann- 
ing, writing,  layouts,  selling. 

A school  paper  enlivens  interest  in  written  English  and 
forms  a good  motivation  for  writing. 

Five  essays  of  at  least  500  words  will  be  carefully  written 
during  the  year. 

Texts s Canadian  Commercial  Correspondence,  Russell,  Commer- 
cial Text  Book  Co. 

Elementary  Advertising,  Chapters  I - X,  Allan, 
Commercial  Text  Book  Co. 

Reference  Book?  Business  Letter  Writing,  Dolch,  Ronald  Press  Co. 
Secretarial  Training  1; 

The  aim  of  this  course  shall  be  to  give  a systematic  and  cor- 
related training  in  advanced  dictation,  stenographic  practice 
and  secretarial  procedure.  The  teacher  should  act  in  a super- 
visory capacity  and  the  actual  work  of  the  course  should  be  done 
by  the  pupil. 

The  student  must  be  made  to  feel  that  accuracy,  neatness  and 
the  ability  to  do  little  things  well  are  absolutely  essential. 

It  is  not  only  necessary  to  copy  manuscript  with  greater 
speed,  but  also  to  display  it  in  such  a way  that  it  can  be  most 
easily  read  and  referred  to. 

As  all  the  letters  and  papers  prepared  by  the  student  will 
be  used  in  teaching  filing,  some  method  should  be  provided  for 
keeping  these  in  proper  order. 

The  students  should  become  familiar  with  and  able  to  handle 
correspondence  ofs  (Collection  Agencies,  Railroads,  Real  Estate, 
Banking  and  Investments,  Printing  and  Publishing,  Life  Insurance, 
Automobiles  and  Legal  Offices. 

Texts  Advanced  Dictation  end  Secretarial  Training,  Reigner, 

The  H.M.Rowe  Co.,  Baltimore. 
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Bookkeeping  and.  Accountancy  2 (Theory  and  Practice)  : 

The  work  of  the  First  Year,  involving  single  proprietorship, 
should  he  thoroughly  reviewed.  A partner  should  then  he  taken 
into  the  business,  and  the  work  of  the  second  year  should  he 
devoted  largely  to  a study  of  partnership  problems • The  follow- 
ing topics  are  suggestive  of  the  work  to  he  covered;  the  use  of 
the  Journal,  Gash,  Purchase,  Sales,  and  Note  Books,  as  hooks  of 
original  entry;  special- forms  of  these  hooks  (e.g.,  Synoptic 
Journal);  Petty  Cash  Book,. Trial  Balance,  its  merits  end  defi- 
ciencies ; Trading  Accounts  5 Profit  an d Loss  Statements  5 closing 
Entries;  Adjustment  Entries;  the  use  of  Reserves,  Depreciation; 
Good  Will;  Balance  Sheets  and  their  arrangement s § Single  Entry 
and  changing  from  Single  to  Double  Entry;  Partnership  Settle- 
ments, etc.  The  texts  mentioned  for  First  Year  work  contain 
sufficient  material  for  Second  Year  classes. 

The  examination  will  consist  of  one  paper  involving  problems 
in  both  theory  and  practice  of  accounting. 

Texts  Canadian  Modern  Accounting,  Part  I,  complete, 

Commercial  Text  Book  Co. 

Commercial  Law  Is 

The  work  is  fully  covered  in  the  prescribed  text.  In  ad- 
dition to  a knowledge  of  Commercial  Law,  students  will  he  ex- 
pected to  he  able  to  draft  such  common  business  forms  as  3 
A Power  of  Attorney,  Notice  of  Protest,  Simple  Form  of  Contract, 
Lien  Note,  Instalment  Note,  Notice  to  Vacate,  etc. 

Texts  Business  Lav/,  Walker,  Ryerson  Press. 

Geography  Is  As  in  Normal  Entrance  Course. 

Mathematics  2s 


General  review  based  on  Mathematics  1. 

Taxation,  banks  and  banking,  forms  used  in  banking,  bank 
discount,  foreign  exchange,  partnerships,  stocks  and  bonds, 
partial  payments,  equation  of  payments,  compound  interest, 
simple  mensuration. 

Rapid  Calculation  is  a most  important  phse  of  the  work  of 
this  course.  Short  methods  should  be  used  wherever  possible. 

Texts  Canadian  Business  Ar  it  lame  tic , Part  II,  Keast, 

Pitman  & Sons. 


FOURTH  YEAR 

Literature  4*  As  in  Normal  Entrance  Course. 

Advertising  and  Salesmanships 

1.  Advertisings  Review  outline  in  Business  English  2. 

Writing  Advertisements  3 essentials,  checking,  samples, 
photo-engraving,  illustrations,  proofs,  medio.,  supplemen- 
tary advertising,  terms  and  abbreviations. 

2.  Salesmanships  The  field  of  selling;  personality  of 
salesman?  the  product  or  proposition;  the  prospect  or 
customer;  the  procedure  of  selling;  other  aspects  of 
selling • 

Texts  § Elementary  Advertising,  Allan,  Commercial  Text  Book  Co. 
Salesmanship,  Gregory,  Commercial  Text  Book  Co. 


Mathema-t i cs  5 


Algebraic  notation  and  expressions?  simple  equations,  graph 
of  simple  equation?  addition*  subtraction,  multiplication  and 
division  of  algebraic  expressions?  simple  equations  of  two 
unknowns , quadratic  equations,  algebraic  and  graphic  solutions? 
ratios  in  right  triangles,  trigonometric  functions  and  tables ? 
indices  and  logarithms?  simple  geometrical  theorems  regarding 
triangles  and  parallel  lines. 

Text;  To  be  selected* 

Bookkeeping  and . Accountancy  3; 

The  work  in  Bookkeeping  and  Accountancy  for  the  Third  Year 
is  covered  thoroughly  in  Canadian  Modern  Accounting*  Part  II, 
published  by  the  Commercial  Text  Book  Company.  This  consists 
of  a review  of  the  work  of  the  First  and  Second  years,  and 
puts  special  stress  upon  modern  accounting  forms.  This  sub- 
ject is  intended  mainly  for  those  intending  to  follow  account- 
ancy as  a,  profession?  and  should  not  be  undertaken  except  by 
students  who  have  shown  good  ability  in  the  bookkeeping  classes 
throughout  the  First  and  Second  yeans. 

Texts  Canadian  Modern  Accounting,  Part  II,  Commercial  Text  Book  C 
History  5s  As  in  Norma.1  Entrance  Course 
Practical  Office  Trainings 

The  work  included  in  this  unit  embraces  actua.1  prentice  in 
handling  the  following  manhiness 

1.  Duplicators,  e.g.,  Rotary  Neostyle ? Edison-Dick  Mimeograph  ? 
Multigraph?  Gestetner. 

2.  Bookkeeping  machines,  e.g.,  Burroughs?  Underwood-Elliott- 
Fisher . 

3.  Ca.lculo.ting  menhines,  e.g.,  Burroughs,  Da.lt on,  Sunstrand 
Comptometer . 

4.  Dictating  manhines,  e.g.  Dictaphone  or  Ediphone . 

5c  Addressing  machines,  e.g.,  Address ogr a- ph. 

The  companies  manuf an turing  bookkeeping  and  ca,lcul acting 
manhines  prepare  a,  series  of  pra.ctica.1  lessons  to  encompany  eanh 
machine,  and  these  exercises  should  be  worked  through  by  eanh 
s tudent . 

In  addition  to  securing  a-  practical  training  in  the  use  of 
the  afore-mentioned  menhines,  students  will  o.lso  be  expected 
to  continue  their  study  of  shorthand  and  typing.  Exercises  for 
dictation  may  be  secured  from  any  good  dictation  text,  while 
excellent  projects  in  typing  will  bo  found  in  the  authorized  text 

Authorized  text;  Projects  in  Typing,  Gregg  Publishing  Company. 
Explanatory  booklets  descriptive  of  eanh  of  the  afore-mentioned 
machines  ma.y  be  obtained  upon  application  to  the  manuf  an  turers  • 

Commercial  French  3s  Text  to  be  selected. 

Physiology  and  Hygiene  1;  As  in  Technical  Course. 

Art  1 ; As  in  Normal  Entrance  Course. 

Any  units  from  the  Normal  Entrance  Course  selected  an  an  option 
will  follow  the  outline  given  in  Handbook  for  Secondary  Schools. 


: 


